Step-by-Step Instructions for Registering for Classes using NSU Connect

e Go to NSU home page (www.nsula.edu.) ‘
e Click on the “myNSU” link.
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e Sign in to your account:
o First time user:
*  Your login is your NSU student email address: your first initial + up to 13 characters of last
name + the last 6 digits of your Campus Wide ID followed by “@nsula.edu”
e Example: Victor Demon (whose student ID number is 200123456) would have the
username “vdemon123456@nsula.edu”
*  Your initial password will be: Demons + your six-digit date of birth
e Example: If your birthdate is 12-01-2005, then your initial password will be
“Demons120105”

o NOTE: To retrieve your username, you may click the ‘Forgot Username’ link to the right. For
additional information, you will need to login for the first time; please visit helpdesk.nsula.edu. If you
need additional assistance, please call (318) 357-6696 or email sos@nsula.edu.

e From your myNSU dashboard, click on the “QuickLinks Menu”:

- E QuickLinks Menu

e In the popup window, click on the “Registration” Link:

Registration Term

e Select the term for which you are attempting to register (i.e., et Tor— Fall
2024) using the dropdown menu, then click the “Submit”

button: i t

e You will be redirected to this “Add or Drop Classes” screen:

‘Submit Changes| (Class Search] (Reset



http://helpdesk.nsula.edu/
mailto:sos@nsula.edu

o From this “Add or Drop Classes” page, you can register for classes.
o Ifyou already know the CRN numbers for the courses in which you wish to enroll, simply type the
CRN numbers for the courses into the open fields (one in each field) of the “worksheet” at the bottom
of the page, then click the “Submit Changes” button:
Add Classes Worksheet

f ------ I* I* I* I* I* ] 1 ] | ] 1 ] 1

‘ [ submit Changes | Class Search | Reset

o Ifyoudon’t know the CRN numbers of the courses in which you wish to enroll, you will need to look
up that information using the class search feature. To do this, click the “Class Search” button at the
bottom of the “Add or Drop Classes” page:

Add Classes Worksheet

m| Class Search || Reset |

This will open the “Look Up Classes” screen. Near the bottom of this
. ’ Use the selection options to search the class schedule. You may
page, click the “Advanced Search” button: hen your sclecton is complete

STRONGLY RECOMMENDED to specify a campus value befo

Look Up Classes

Subject Academic Study SKils
Use CTRL or SHIFT to | i
select multiple Subjects ~<“°UNHNg

Addiction Studies

Advanced Manufacturing Tech
Allied Health

American Sign Language
Anthropology

Applied Behavior Analysis

Art

Biology

Course Search || Advanced Search -

Subject: TUUSU G CHgeeriig e

Use this screen to input the information for the course in

which you wish to enroll. B i Susyecs erdenpioaty Suedes
o At a minimum, you should input the Subject, Course e
Number, and Campus Location (N for Natchitoches, S E:%:;Z%Enf‘f Sclence
for Shreveport, A for Alexandria, I for L. *
internet/online). For example, if you are searching for rm——
MATH1020 sections taught on the Natchitoches conrse Number: e *
campus, you would input the information as shown on  schedule Type: Al
the right. Click the “Section Search” button. s
Instructional Method: Al

Army Educ Center-Dist Learning
Barksdale Regular Courses

Credit Range: hours to hours
Campus: Internet

Leesville
Course Level: Al

Graduate

From the search results provided, find the open section into which you wish to register.
o Be mindful of the days/times at which the section is being offered and ensure that you are not
attempting to schedule two classes with overlapping times.



o NOTE: If there is an open check box next to a section, it means that this section is available for
registration. If there is no open check box for a section, it means that this section is closed or that you
are not eligible to register for that section/course. Ask your advisor for assistance if you need to enroll
in specific section that is no open. They may be able to assist you.

From here you have two choices. Either:

o Check the box for the section into which you wish to register, then click the “Add to Worksheet”

button.

or

o Write down the course’s CRN number to be used to register for all sections at once later.
Click on the to “Return to Menu” link at the top right of the page and return to the “Look Up Classes” page in
the Registration menu to repeat these steps for all additional courses in which you wish to register.
Once you have repeated this process for all of your courses, you are now ready to register for them. Once
again, you have two choices:
o Ifyou added your desired sections to your “Worksheet”, all of the CRN numbers should be visible in
the open fields at the bottom of the “Add or Drop Classes” page. Click the “Submit Changes” button
to register yourself in each of those courses.

or

o If you wrote down the CRN numbers for your desired courses, return to “Add or Drop Classes” page
and type the CRN numbers, one into each of the open fields at the bottom of the page, then click the
“Submit Changes button to register yourself in each of those courses.

Add or Drop Classes

All of the courses you are now

" 1 you have already registered for ciasses, they wil be
o o e N

registered for will appear in the B
“Current Schedule” section of the ‘
“Add or Drop Classes” page.

listed. To drop a registered class, Select Drop as the Action. (If 3CUENS are et ksted for the Cass, YoU Can not drop IL.) To
nder Add Chass. CRNS Trom your Regestration Worksheet wil be processed when you use Subml. ATer you Specly
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Note: 1f you resign, it could affect your financial aid and you could be lef 15 2 balance, For more infarmation see the Financal Aid website at https//inancalid.nsula.edu
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Current Schedule

Status Action RN Subi Crse Sec Level < Grade Mode Title
**Registered ™ (NSUConnect) on Mar | Nane: 12952 HMT 4200 01N Undergraduate 3.000 Standard MKTG 11OSP MGT AND TOUR
11, 3074 Letter

**Reqistered ** (NSUConnect) on Mar None ~ 112885 HIST 3140 011 Underaraduate 3.000 Standard AMERICAN WEST

o Check to ensure that there were no registration errors.
= These will appear below the “Current Schedule” section of the page and will provide you with
a brief description of the reason you received a registration error (i.e., pre-requisite/test score
error, etc.)
= Ifyou experience a registration error, please ask your academic advisor for assistance.
If you wish to drop a course in which you are currently registered, use the dropdown menu under the “Action”
column in line with the course, and change the selection from “None” to “Drop”, then click the Submit
Changes” button.
Once you have registered for all of your desired courses, click on the “Return

to Menu” link at the top of the page and select “Concise Student Schedule”. Registration

Registration Status
Select Term

Add or Drop Classes
‘ Concise Student Schedule
Look Up Classes

Print your schedule.



